
HOW TO USE THE LAYOFF LIST TEMPLATE 

 

HOW TO UPLOAD LAYOFF LIST TO PROGRAM 

Create your list using the template above, name and save as a .csv file on your computer. 
Once that is done follow the instructions below: 

NO PUNCTUATION OF ANY TYPE SHOULD BE USED WITHIN THE TEMPLATE 
Example: SSN 123-45-6789 should be 123456789 or phone # 615-259-2222 should be 6152592222 

Also, no commas or periods. 
 

Until notified otherwise, please attach your actual EXCEL (.csv) spreadsheet and e-mail to: 
Mass.layoff@tn.gov  We will upload your list for you. 

 
	


